
ANNEX C 
 

DOCUMENTATION PACKAGE FOR  
LARGE FIRE INCIDENTS 

 
A quality fire package standard should be conveyed to IMTs at in-briefings and be included in 
Delegations of Authority.  Establish transfer requirements for fire package contents from IMT to 
IMT on long duration incidents.  This is especially important when fires are transferred from one 
complex to another.  All line officer training should teach a standard level of documentation.  
Incidents of long duration should have one individual assigned to documentation by the hosting 
agency(ies) who will stay for the duration of the incident.  Line Officers should review fire 
packages well before closeout meetings to ensure the packages meet their quality and 
documentation expectations.  If the package is deficient, keep the team assigned until it meets 
expectations of a quality fire package. 
 
Incident Records Management information can be found at:  http://www.nifc.gov/records.  
 
Following is an outline of documentation that could be included in a large fire incident fire 
package. 
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Wildland Fire Incident Records 
Paper Document File Directory 

 
 

Incident History File 
(Permanent Records) 

Index 

Incident Commander 

Command Staff  

Finance Section 

Logistics Section 

Operations Section 

Planning Section  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 All permanent records should 

be migrated from Section/Unit 
files and placed in the 
“Incident History File” when 
the final fire package is 
assembled. 
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Wildland Fire Incident Records 

Incident History File Contents 

Photos 
Essential, annotated 

 
News Releases 

Reports/Clippings 
 

The fire Incident History File contains the 
official paper copy of permanent records, 
including signed original decision documents 
and reports. 
  
Keep this file on the home unit with the fire 
package for three (3) years or until there is no 
further business need, and then retire it to 
Federal Records Center for storage. Transfer to 
NARA after twenty (20) years. 

Individual Fire Reports 
 

(Normally held in Dispatch after input 
into NIFMID) 

Infrared Imagery 
w/interpretation 

 

Delegation of Authority 

Incident History File 
 

(All Permanent records to be filed in the 
first position in incident fire package) 

Final Fire Behavior 
Analyst Report 

Final Fire Narrative 

Final Statement of Costs 

Fire Map –  
Final Perimeter 

Fire Map – 
Final Progression 

ICS-201 Local IC Briefing 

    IAP’s  w/ ICS-215A 

Individual Fire Report 

WFSA/WFIP 
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Wildland Fire Incident Records  
Paper Document Files 

Version 1-25-06 

 

ICS-213 General Messages 

Wildland Fire Implementation Plan 
WFIP          PERM
     

INCIDENT 
COMMANDER 

Place marker only. Such confidential 
information generally not retained in 
DOC, but should be secured and 
handed off to appropriate agency 
official. 

Disciplinary/Sensitive Items  
                                            CONF   

Agency Administrator Briefing 

ICS-201 Local IC Briefing –IA 
                                            PERM 

Delegation of Authority     PERM 

 
INCIDENT COMMANDER 

Incident Complexity Analysis 

Significant Events Narrative/Notes 

Special Interest/Political Inquiries 

Team Transition/Debriefing/ 
Performance Evaluations 

Wildland Fire Situation Analysis 
WFSA                               PERM 

ICS 214 Unit Logs 

DEPUTY IC 

ICS-213 General Messages 

ICS-214 Unit Logs 
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Wildland Fire Incident Records  
Paper Document Files Significant Events 

Contact Log/Conversation Rec. 

Significant Events         CONF 

Critical Incident Stress Narrative 
     CONF 

Human Resource Files may all be 
confidential and not retained in DOC 
package. Pertinent info. handed off  to 
appropriate official at host unit. 

Public Meetings/Briefings 
 

Press Releases/Documents     PERM

ICS-213 Gen Message (by unit/date) 
 

COMMAND STAFF COMMAND STAFF 

ICS-214 Unit Logs (by unit/date) 

FIRE INFORMATION OFFICER 

Community Relations/ 
  Public Service Announcements 

Closure Orders 

Daily Fire Updates 

Media Log/Key Contacts 

Newspaper Clippings        PERM 

Thank You Letters 

Web Pages 

SAFETY OFFICER 

Accident Investigation Reports 

Hazard Abatement/Safety Strategy 

JHA’s/Fire Shelter Training 

Line Safety Checklist 

Safety Inspections 

HUMAN RESOURCES 

LIAISON/AGENCY REPS 

COMMAND STAFF 
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Wildland Fire Incident Records 
Paper Document Files

I-9’s & Tax Forms                   ** 
Excessive Shift Justification 

TIME UNIT 
Pricing Issues                            **   
 

EERA copies 

PROCUREMENT UNIT 
 

COST UNIT 

ICS-213 Gen Message (by unit/date) 

Final Statement of Costs - PERM 
 

FINANCE SECTION FINANCE SECTION 
 

ICS-214 Unit Logs (by unit/date) 

COMP/CLAIMS UNIT 

Comp for Injury – Comp Logs     * 

Property Damage Claims/Logs    * 

Aircraft Costs –Rotary/Fixed Wing 

Cost Share- Apportion/Agreements 

ISUITE Daily Tracking 

Weekly Cost Summary 

Buying Team Info                       ** 

Commissary-Contract/costs/claims *  

Contract Letter to CO 

Contract Performance Evaluation * 

Equipment Time/Records/Claims 

Invoice/Issue Reports                    *   

Operating Plan 

Personnel Time Records 

Work/Rest Justification/Worksheet 

* May be held at Admin Unit only. 
 

** May either be held at Admin 
Unit or in incident Finance records. 

Per IBMA, Chapter 40, most of the 
Finance Section Documentation is 
maintained as a separate package. 
Coordinate with DOCL for required 
Incident History File input. 

FINANCE SECTION 

Annex C-6 



Version 1-25-06 

Annex C-7 

Waybills 

Supply Issue Logs 

Requisitions (buying, cache) 

Resource Orders/Records 

Inventories 

SUPPLY UNIT 

Security Plan 

Patrol Logs 

SECURITY UNIT 

Patient Medical Records  

Medical Issue Log 

Medical Injury/Treatment Log 
 

ICS-206 Accident Action Plan 
MEDICAL UNIT 

Repair Records 

ICS-218 Supp/Trans Veh Inventory 

ICS-212 Demob Veh Safety Inspec 

Hazard Mitigation–Noxweed/Hazmat  

Dispatch Logs – Buses, PU’s, etc 

GROUND SUPPORT 

Health Inspections 
 

Caterer – Orders/Waybills 

Caterer – Menus/Meal Logs 

FOOD UNIT 

Health Inspections 

FACILITIES UNIT 

Repeater Site Documentation 

ICS-205 Communication Log 

Communications Inventory 

COMMUNICATIONS UNIT 

ICS-214 Unit Logs (by unit/date) 

ICS-213 Gen Message (by unit/date) 

LOGISTICS SECTION
LOGISTICS SECTION

Place marker only. Confidential 
medical information protected 
under privacy acts (HIPAA) and 
should not be retained in DOC, 
but should be secured appro-
priately by MEDL. 

Wildland Fire Incident Records  
Paper Document Files 



Wildland Fire Incident Records  
Paper Document Files 

  

OPERATIONS SECTION 

ICS-213 Gen Messages (by unit/date) 

ICS-214 Unit Logs (by unit/date) 

Contingency Plan(s) Strategy/Tactics 

Demob Glidepath 

Evacuation/Structure Protection Plan 

Resource Advisor Info 

AIR OPS BRANCH DIRECTOR 

Aircraft Authorizations 

Cargo/Passenger Manifests 
 

Cost Summary–Cumulative Air Ops 

Flight Use Reports (FS127/OES23 

Helibase Briefing/Debriefing Checklist 

Radio Logs 

Safecoms 

Misc. Air Ops 

Other operational Air Ops 
documentation generally kept 
at ATB or Helibase.  
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Wildland Fire Incident Records  
Paper Document Files 

 

GIS Data (CD w/ metadata) 

Maps - Miscellaneous 

Infrared Imagery w/interp. PERM 

Equipment Orders 

INFORMATION TECH. 

Performance Evaluations 

Incident Training Narrative 

TRAINING SPECIALIST 

Weather Data/Spot Forecasts 

Final FB Analyst Report 
           PERM 

FB Daily Predictions 

FIRE BEHAVIOR ANALYST 
 

Final Fire Progression Map  PERM
 

Final Fire Perimeter Map PERM 

ICS-209 Incident Status Summary 

SITUATION UNIT 
R&R Plan/Info 

Demob Plan 
ICS-221 Demob Checkout with 
ICS-219 T-Cards – (optional) 

 
DEMOBILIZATION UNIT 

Resource Orders 
Resource Tracking Glidepath 14-day 

IAP’s original/corrected   PERM 
w/ICS-215A Safety Analysis 

ICS-215 Planning Worksheets 
 ICS-211 Check-in Lists 

RESOURCE UNIT 

ICS-214 Unit Logs (by unit/date) 

PLANNING SECTION

Suppression Rehab Plan 
Resource Considerations/Plans 

Mop up/Turn Back Standards 
ICS-203 Organization 

PLANNING SECTION 

DOCL File Plan Index 

Damage Assessment/Fire Effects 

Fire Narrative – Final        PERM    

ICS-213 Gen Message (by unit/date) 
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